
 
 
 
 

Inventory Tracking 
Electronic Asset 
Management System 
(ITEAMS) Training 
 
 
 
 
 
 

Extended Provider Network (EPN) 
Training 



Information 

 

– Slides of presentation will be posted to: 

• http://www.dshs.state.tx.us/iteams/ 

 
– Points of contact: 

• ITEAMS.PharmacyHelpdesk@dshs.texas.gov 

• iteams.helpdesk@dshs.state.tx.us. 
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Overview 
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ITEAMS Functionality 
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• Security by region, program and site 

• Ability for user to change password  

• Ability for user to change hours of operations, contact, and address 

• Requirement to complete inventory before going to Bulk Order screen 

• Inventory Tracking 

• Orders 

• Reports 



Required Activities  
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Each month, the user must complete the following activities in the defined 
order:        
1. Conduct Receiving activities  
2. All Users must reconcile their inventory:   

 Hansen’s, Refugee, and STD will count what they have on hand and 
enter it into the Current Inventory Screen.  

 TB and Zoonosis will record expired/wasted items using the Inventory 
Wasted/Expired Record and Units Distributed for previous calendar 
month.  They will reconcile the site’s physical inventory with the 
system’s automated inventory using the Inventory C-33 Screen   

Before an order is placed, a user must :   
Verify the information on the Information screen to include:    

• Demographics 
• Hours of Operation 
• Contact name, phone and email address 

 



Log In  
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SECURITY:  
 
User Name (six characters) 
provided by IT 
 

Password (eight character strong 
password) 

• IT emails a generic password 
• User’s have the ability to change 

password  
• After three failed attempts – 

locked out of account  
• Ability to reset by calling the 

Help Center or email 
ITEAMS.PharmacyHelpdesk@ds
hs.texas.gov 
 

mailto:ITEAMS.PharmacyHelpdesk@dshs.texas.gov
mailto:ITEAMS.PharmacyHelpdesk@dshs.texas.gov


Log In  
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Once you log in with your generic password, you will be required to change your password 
immediately.  
 To change, you do not need to log in just:   

Click Change Password (Sign-In Screen) 
 
The system returns a second menu  

User Name – six characters 
Old Password  - generic password sent via email 
New Password – select a new password containing 8 characters with one uppercase or 
lower alpha character, one number, and one special character Note:  do not recommend 
using the number zero or letter O or number one or uppercase I or lower case l  
Example of a good password:  Pig6fly#  
Confirm Password – same password  as entered New Password  
Click Change Password 



Log In 
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Note:  You must enter exact same password in both the New Password and 
Confirm Password fields.   
Note:  The ‘no match’ in red displays until you click on Change Password. Ignore 
the ‘no match’.  It shows if the password matches or not.  You will get an error if 
the passwords do not match. 
Once you have received the popup message stating Password reset, click OK  
Click on Return to Sign In to log into the system with the new password.   

New Password and Confirm 
Password are the same – 
states Password reset 



Log In – Error Message 
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New Password and Confirm Password 

are not the same  - Message appears after 

‘change password’ selection.  



Log In 
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Go to the Log in page to enter:   

User Name:  the 6 character assigned name 
Password:  password containing  8 characters with one uppercase or lower alpha 
character, one number, and one special character (created on page 7)  
 
Note:  After three failed attempts to log in, you will be locked out.  If you are locked 
out or need to change your password, you must contact the Help Center staff or 
ITEAMS.PharmacyHelpdesk@dshs.texas.gov 

mailto:ITEAMS.PharmacyHelpdesk@dshs.texas.gov


Select Program 
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After clicking Ok on the Sign In page, the system opens a screen, Select Program, 
with a list of all programs assigned to you.   
To select a program, you can:   

Double click the program name  
Highlight the program and click the Select button. 



Select Site 
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After clicking Select on the Select Program page, the system opens a screen, Customer 
Regions with a list of all sites within your geographically assigned area.   



Select Site 
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To retrieve a specific site, you can:   
 Enter a specific Location code in the Site Code which retrieves one specific account  
 Enter a specific site in the Site Name or a partial name 

If you enter the exact site’s name, the system retrieves one specific account  
If you enter a part of the first name, i.e. DSHS, the system retrieves all accounts 
called DSHS XXXX  

 Enter a specific or first part of the County name retrieves all the accounts residing in 
the county.  

Click Go    



Select Site 
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To open a specific account:   
Highlight and double click; or  
Highlight and click Select  

The system refreshes the screen and opens the Welcome tab.   
The clinic name is displayed at the top of the tabs.   



Program/Site User Log-In Profiles 
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One Program/One Site 
If you are not assigned at least 1 program and 1 site, you will not be able to log in. 
 
Single Program/Multiple Sites 
If you are assigned one program, you will not see the Select Program Screen.  The 
system will select your assigned program then present the Select Site Screen. 
 
Single or Multiple Programs/Single Site 
If you are assigned one site only, you will not see the Site Selection Screen.  The 
system will select the site for you then present the Welcome Screen. 
 
Multiple Programs/Multiple Sites 
If you have multiple programs and multiple sites you will need to pick from both 
the Select Program Screen and the Select Site Screen. 
 



Changing Sites 
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If you click on Change Site on the upper right portion of your 
screen, the system returns you to the Customer Regions screen 
to proceed with selection of another program and site.   



Welcome or Landing Page 
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Welcome or landing page:   
• Announcements 
• Tasks sequence      

 
New:  Facility identifier and each tab has a submenu, you must click 
on to open the screen.   

Note:  Doses Label cannot be changed. 



Messaging…. 

8/1/2013 18 

This message will not only appear when the 
provider logs in, it will reappear each time a 
provider clicks on any tab.  Note:  Number in 
parenthesis shows how many orders/transfers this 
provider has under the Receiving tab. 



Provider Information 
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Critical for successful 
shipments:   

 Demographics 

 Hours of Operation 

 Contact Email/Phones 



Provider Information 
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Changes to Hours of Operation – must comply!  
Scenarios shown (must be in military time):   
Monday:  Site is open from 8:00 a.m. – 12:00 p.m. – closed for lunch from 12:00 p.m. to 1:00 p.m. and open 
until 5:00 p.m.  
Tuesday:  Site is open from 9:00 a.m. – 5:00 p.m. – not closed for lunch 
Wednesday:  Site is open from 8:00 a.m. – 11:00a.m.– closed for lunch from 11:00 p.m. to 11:30 p.m. and 
open until 4:30 p.m.  



Provider Information (contact) 
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To add contacts, click on the green ‘+’ sign.   

To modify existing contact, click on their first or last name. 

You must have 1 primary contact. 



Receiving  
(Picture is before selecting Order) 
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The Receiving Screen is used for the following:  
1-Loading your initial inventory 
2-Receiving your final remaining orders from PICS 
3-Receiving orders from the DSHS Pharmacy   
4-Receiving an order transferred from another site  



Receiving for Initial Inventory 
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The system supports loading your initial inventory via 
the Add Line function. This procedure will also be used 
to load your final remaining orders from PICs. 
 

Note:  This procedure is used on rare occasions.  It is 
not part of normal operations. 



Populate Initial Inventory 
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You will need a count of the inventory  from your site in order to populate it into the 
system.  The first step in loading the inventory into the system is to select the Add 
Line button.   



Populating Initial Inventory 
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Selecting the Add Line button will bring up the screen below.  Next select 
the Item ID 



Populating Initial Inventory 
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Selecting the Item ID arrow will bring up a list of the inventory associated 
with the program you are working on behalf.  Next select the Item ID that 
you want to add to your inventory 



Populating Initial Inventory 
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After selecting the Item ID, complete the remaining fields on the screen and 
click Save.  Use MM/DD/YYYY format for dates. If the date only has month 
and year, choose the last day of the month.  The system will update the 
inventory.  Repeat the process for each Item in the inventory including any 
outstanding items from PICS 



Receiving-Accepting an Order  
(picture is after selecting order) 
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Order Number – suffix  
Tracking Number  
Order Date   
 
Accept – entire or 
individual   

Item Description 
Item ID 
Requested Quantity  
Ship Date 
Inner QTY  

UOM 
Lot* 
Expiration Date * 
Requested Quantity *  
Tracking Number 
* Can be edited 



Receiving Screen- Accepting an Order 
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Receiving  
(selecting some items but not all) 
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Receiving Procedure 
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System provides the ability to receive just one or two items or all 
items.  If all the contents on order are correct the user:   
1. Clicks  Accept  
2. Completes Received By 
3. Clicks Save  
4. System removes the Order number from drop down 
5. System updates Inventory – Except for Packet Orders   



Inventory Reconciliation 
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Your Program defines how you will reconcile your inventory. 

 

Hansen’s uses Simple Inventory Reconciliation = Current Inventory Screen 

Refugee uses Simple Inventory Reconciliation = Current Inventory Screen 

STD uses Simple Inventory Reconciliation = Current Inventory Screen 

 

TB uses Complex Inventory Reconciliation =  C-33 Inventory Reconciliation 

Zoonosis uses Complex Inventory Reconciliation = C-33 Inventory Reconciliation 

 

Simple Inventory users will only see the Current Inventory Screen. 

Complex Inventory users will only see the C-33 Inventory Reconciliation Screen. 

Users that support multiple programs may see both screens. 

 

Complex Inventory users will see the Units Distributed screen and the Wasted  

Expired Screen. 

 



Current Inventory Screen 
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Use the current Inventory Screen for simple Inventory Reconciliation.  Currently, STD, 
Refugee, and Hansen’s Programs use this. 
 



Inventory Tab – Hansen’s, Refugee, 
and STD 
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System has three sub-menus under the Inventory tab:   
 Transfer Order  
 Tally Sheet 
 Current Inventory 



Inventory Tab – TB and  Zoonosis 
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System has four sub-menus under the Inventory tab:   
 Transfer Order  
 Waste and Expired  
 Provider C-33 (Inventory Reconciliation) 
 Tally Sheet 



Inventory Tab – Transfer Order  
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System allows a user to generate a transfer to another site.     



Inventory Tab – Transfer Order 
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Once the user inputs the receiver’s Location ID and clicks Go, the system 
populates the screen with:   

 Receiver’s demographics, phone and contact  
 Order Number  
 Order Date  
 Sending Site’s  inventory 



Inventory Tab – Transfer Order 
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A user can not transfer an item with a zero balance or more than the quantity 
on hand.  Also, the system requires a reason be chosen from the drop down list 
for each item being transferred. 



Inventory Tab – Transfer Order 
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After clicking Save,  system generates a transfer form to print and place in the 
shipment as a packing list.    



Inventory Tab – Transfer Order 
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At the bottom of the Transfer screen 
• Comment  - reason for transfer and/or special instructions  
• Transferred By – user completing action  
• Clicking Save completes the transfer and decrements the inventory 



Inventory Tab – Transfer History  
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System contains a record of all transfers sent as well as received.  To access the 
history the user:   

• Clicks on Inventory Tab then Transfer Order  
• Once system returns the Transfer Order screen, click on the Historical 

Transactions hyperlink (link is located under the Transfer Instructions) 



Inventory Tab – Transfer History 
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User chooses history of transfers Sent or Received  



Inventory Tab – Transfer History 
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Clicking the ‘+’ sign next to the identified transfer expands and reveals 
the Detail History of the transfer.   



The Doses Tab - Complex Inventory 
Users (TB & Zoonosis) 
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System shows two different drop down menus from 
the Doses tab:  

• Doses Administered  
• Doses Administered History  
 

Before the user is allowed to open/record the site’s 
physical inventory on the Provider C-33 (Inventory 
Reconciliation) screen or place an order, the system 
requires the completion of the doses administered 
for the entire/ last calendar month.       



Doses – Units Distributed  
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The system provides the user with the next date range to record the site’s units 
distributed data.  Also, it requires the completion of a complete calendar month 
before going to the next calendar month.  



Doses – Doses Administered History  
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System allows the user to go ‘back in time’ to edit units distributed data.  
However, the edit(s) do not decrement the current inventory on hand.     



Wasted and Expired 
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A user can not waste an item with a zero balance or more than the quantity on 
hand.  Also, the system requires a reason to be chosen from the drop down list 
for each item. 



Inventory  - Wasted and Expired  
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User is required to complete:   
1. Explanation of Loss          3. Checking all steps taken         
2. Steps to Prevent Future Losses         4.     Approved By section for name/initials and date 



Inventory – Wasted and Expired  
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After the user clicks Save,  system refreshes to a form containing  all 
information from previous screen.   



Inventory – Wasted and Expired 
History 
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To access historical transactions:   
• Click on Inventory, Wasted and Expired tab  
• Click on Historical Transactions hyperlink  

System retrieves a 2nd menu box  instructing you to:   
• Enter a Starting Date and Ending Date 
• Click Submit     



Inventory – Wasted and Expired 
History 
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System refreshes and displays under Main Report a list of all forms 
generated during the specified timeframe.  To retrieve, highlight 
number or click page advance page.  System will refresh and display the 
form generated  for the transaction selected.   



Inventory Reconciliation  
Provider C-33 Screen 
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Each month a user is required to update the site’s physical count.  The  system 
does not allow the user to access this screen until the last calendar month’s doses 
administered are recorded.  Also, the provider can not place an order without 
updating the inventory on the Provider C-33(Inventory Reconciliation) screen 
unless the inventory is within the last three days.     



Inventory Reconciliation  
Provider C-33 Screen 
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If a site’s physical count  is not the same as the Automated Total Doses, 
the user must  choose a Reason for Adjustment for each line item that is 
different.      



Inventory Reconciliation  
Provider C-33 Screen 
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Inventory Reconciliation  
Provider C-33 Screen 
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System has three Alerts :   
• Short Dated – item that is going to expire in 90 day or less  
• Expired – item that is past the expiration date and has not been removed 

from the site’s inventory  
• Rotation of Stock – user documented administering an item with a longer 

expiration date   



Inventory Reconciliation  
Provider C-33 Screen 

8/1/2013 56 

When the user updates their inventory and clicks Save, the system will:   
• Provide a popup message stating Inventory Successfully Saved 
• Remove all items(s) with a zero balance 
• Change the Automated Total Doses to be the physical count  
• Change the Beginning Doses to be the same as the Automated Total 

Doses  
• Change the Last Ran date on the screen to current date/time 



Place Order  
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System does provide an error message if user:   
• Enters a Quantity greater than the 

Suggested Quantity without something in 
Comments   
  

System does not allow access to this screen 
without the sequential completion of:     

• Recording doses administered for the 
last calendar month 

• Reconciling inventory within the last 
three days  

System does allow user to order a quantity greater than the system’s suggested quantity if a 
justifiable reason is provided as long as the Maximum Stock Level (MSL) has been entered. 



Place Order-Bulk Order 
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Place Order-Packet Order 
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Place Order  

8/1/2013 60 

Once the user clicks the Submit button, the system generates a new 
popup message box  and refreshes to a confirmation page.    



Place Order  
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The confirmation page provides:     
• Order Number-00 (last two digits are the order suffix)  Note:  Order can 

have a suffix  of 01, 02, etc. Do not enter suffix when searching. 
• Summary of only the items ordered  
• Opportunity to print a copy of the order for the provider’s records  



Order History – Search for Order 
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Select bulk or packet order on the Order Tab then ‘filter’ then ‘go’ to view Order 
History:  

Order Number and possible additional orders with suffixes due to partial orders  
Status of the order(s) 
Changes made to the order at the LHD, HSR or State levels 
Past orders and contents   



Bulk Order After ‘Go’ Selection 
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Order History-After order selection 
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Reports  
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The following reports are available.   



Reports – Wasted and Expired  
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Enter the start and end date and click Submit. It will display the 

Wasted/Expired forms within those dates. 



Reports – Doses About To Expire 
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Report displays all vaccines to expire within next 90 days OR have already 
expired as of the Last Ran date on the Provider C-33 screen.  Contents 
include:  PIN/Site, Date of Report, Item Number, Vaccine, Lot, Expiration, 
Day(s) to Expiration,  Dose in Inventory, and Total Costs (does not display for 
EPN).   



Reports – Inventory Report 
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Displays current inventory 



Help  
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This is how the help screen looks.  Information may be added or deleted by the administrators of 
the site.  It can be configured for each program.  To get information added, you will need to 
contact the help desk iteams.helpdesk@dshs.state.tx.us. 

mailto:iteams.helpdesk@dshs.state.tx.us

